
. 
8 
r 
1 

i 

i 
3 

. .  
I 

Department of T r a n s i t  Operat ions ; 
Transpor ta t ion  Engineering and Evaluat ion 
4 0 1  West Peacht ree ,  N.W. 23rd Floor 
A t l a n t a ,  Georgia 30308 

~ __._- 

, 
; -  

t Date Received application No. Date Completed 

AUG - 9 1977 77- 250 AUG 1 5  
1. Application 2. Dept. Application No. 

* -  -3 

APPLkATlON FOR RECORDS DISPOSITION STANDARD 
+ .I ,i 

INSTRUCTIONS Prepare in duplicate and forward to the Records Management Analyst, Management Svstems Dlvlsion 
I IJPOI DIVI~IOO Sulnlivision & Adman#rterlnQ Dllice Address ' I fOR RECORDS MANAGEMENT DIVISION USE 

586-5329 -. __ _ _ ~ . _  - ~ -  -- [ Chief of Evaluat ion - 
- - - 

Edward  Harden 
_ _  -. _. - -- _ _ _  

I .  Action Recluesled 
a 

b. 0 Disoose of Dresent accumulation: d i  further accumulation anticipated. 

Establish Retention Schedule; record wil l continue to accumulate. 

c. 0 Amend Application No. Check One:' 0 Change; 0 Supercede; 0 Void 

I .  Dates of  Series ' 1  9. Recoids Series Title /fo//ovedby title used in office; if different) 

i a ~ l i e s t  Latest 
1 9 7 1  Present  Transpor ta t ion  Serv ice  Request F i l e  

__ _ _ - I  -__ 1- 
1 Division and Office Functlon What IS the functlon of the Division and the Office in which this record series is created? 

This Div is ion  researches ,  schedules  and coord ina tes  wi th  t h e  Trans- 
p o r t a t i o n  Div is ion  f o r  a l l  bus and r a i l  services, both scheduled and Spec 
Services, such as Char te r ,  Sight-seeing,  Cont rac t ,  E&H, Tr ipper ,  etc.  Thi 
Divis ion monitors t h e  u t i l i z a t i o n  of  t h e  s e r v i c e s ,  reschedules  f o r  appro- 
p r i a t e  Usage l e v e l s ,  and r e p o r t s  a l l  r e s u l t i n g  o p e r a t i o n a l  s tatist ics.  
This Divis ion has  major r e s p o n s i b i l i t y  f o r  a c t u a l i z a t i o n  of t h e  Short-  
Range T r a n s i t  Improvement Program, both c a p i t a l  and s e r v i c e  elements.  A: 
TE&E r e p r e s e n t s  DTO on most s u b j e c t  areas t h a t  r e q u i r e  i n p u t  from variou! 
r e s p o n s i b i l i t y  areas, ( f o r  example, TMIS, Fare Col lec t ion ,  R a i l  S ta r t -up ,  
e t c . )  and performs a l l  r e sea rch  dea l ing  wi th  o p e r a t i o n a l  s u b j e c t s .  

__ . . - _-II._i ___ ~- _ _ _ _ . ~  
1. Record Series Description 

Dorurnents relating to: 

This file contains the following documents (include form numbers and tirles, if anvj: 
Attach samples of the file. ' , 

Requests f o r  b u s / r a i l  t r anspor t a t ion ,  services 
l nc ludd  are: 

Letters of r e q u e s t  from i n d i v i d u a l s ,  groups and businesses:  and 
MARTA'S responses .  

File is  arranged: By bus r o u t e  a f f e c t e d ,  and a l p h a b e t i c a l l y  by l a s t  .name of 
r eques to r  

- - 
2. Monthly Reference Rate How often are records referred to which are: 

1 ;Thirteen to twenty-four months old 
2 0  1 One to six months old ~ _ _ _  ; Seven to twelve months old 

twenty-five months and older - Q-L- ? 
. .  

2 

~-.__I 
3. Annual Rate of Accumulation of Records 

Letter-size drawers -l-; Legal-size drawers ;Shelves ;Other lspecifvl I_ -. 

..  ~. 
... * .. ',. 

3012 13/76) 

. \  ,..* 



1 -~ ,i _ _ _  __.__ V E S ]  NO I 14. Questionnaire {Place an "X" il) the proper column) ~_____ I_--__ 

X 
x _  - 

N / J ~  

X 
~ 

X 

- _ _ _  .-_ -- ____ _. - 
h. Does the series contain confidential infqrmariod requiring security handling? 'lf yes. cite law or regdatibn. 

I - _ _ _ ~ _ _ _  ~ _I . .  ~.~____ _- 
' '  . 

__~I_ * .~ __-- c. I s  this a vital record? 

11 niwr i l l i s  &im h.wc h is lo i i r : i l  ( 3 1  lonq 1~8nl  ti!.ic;irch v41c7 

I! WIIIII~ ooo 4 1 )  Iwo (IIN ~ u a w ~ t t . .  MB i lw IIIC tn . l !w 8 1  tii!i'~?..iliy 11) h w l ,  IIW viittna. 1 1 1 ~  It11 ,I h t t ~ ! )  p,!ri~n~I, ~ : 0 1 0 1 ~ 1  I l i ~ t s t !  # l~~c1~ t~u* l l i s  In! 

scheduled separately? 

I. I s  the information contained in this series ever published? I f  yes, attach copy. 

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

If yes. attach copy. ' COPY ATTACHED 

___-_-___________ ~- -. __ -__. 

___ . - ~- __~_ ~ 

~_______ _I__ -- 

a. State Law -_ years. d. Audit period 

b. Statute of limitation years. e. Administrative' nehd 

- 
I 

-- 

-25 years. 
.~ years. 

X h. I s  there a duplication of this series in  your office, or in another office or agency? 

I f  yes. where? 

Does the record series resuit in a computer printout? 

_____-_ ___ _ _ _  ~. . 

-I i. I s  this series (ora majorpcbtion _____~. of ;t/ regularly microfilmed? _____ .- - 
x -  ~ _ _ _  __ _____ j .  ___ ._ - __ ._ .- - 

c. Federal law -__ years. . I. Federal retention instructions ~. __ years 

Attach copy or excert of l a m  or regulations. Explain administrative need., 
, 

By request  of the Div i s ion  Director 

~. 
-. ___ - .- 

16. Approved Disposition Instructions This agency recommends thar the file series be cut of f  at the end of  each: 

[I Catenrlar Year; r i  Fiscal Year: ?I o k s e r v i c e  r e q u e A t - U  h e n  ~- then. 

resQlved; then 
0 Hold in the current files area _~___ rnon1hk.l I. '.. 

0 Transfer t o  local holding area; hold __-_ yeark); then 

i :Transfer t o w  Records Center; hold - - ~i d vear(sl: then 

year(s); then 

r ' Destroy. 

0 Transfer to State Archives for permanent retention. 

m O t h e r f S p e c i l v l  When se rv i ce  request has been resolved, p lace i n  i n a c t i v e  f i l e ;  c u t  o f f  
i n a c t i v e  f i l e  a t  end o f  each ca lendar-year ;  ho ld  I n  cu r ren t  f i l e s  area 
I year; then t r a n s f e r  t o  Records Center; ho ld  24 years; then destroy. 

These instructions apply to a l l  prior and future .mumulalions of the series 


